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Introduction

Welcome to the North Dakota Motor Fuels Tax E-file service! E-file is a secure web based
application for submitting your monthly electronic fuel tax reports. You will also be able to use the
application to download an “acknowledgment” verifying receipt of your file in a recognized format
(the acknowledgment will not indicate any reporting errors that may be detected in the file). E-file
uses Secure Socket Layer (SSL) encryption to ensure your information is secure and protected. The
purpose of this guideline is to instruct users how to register on-line and use the web application.

Eligible Users

Any company or individual that has completed the registration process and conducted a successful
application test will be able to submit monthly fuel tax reports using E-file.

Registration Process

Registration for E-file is a quick three-step process: (Step 1) Each person (user) who accesses E-file
must create a North Dakota Login ID and password. (Step 2) An E-file Registration Application for
each company, with the applicable FEIN and state assigned suffix, must be completed and submitted
to obtain an authorization code to allow users access to information regarding that company. (Step 3)
The registration is completed by entering the FEIN with the state assigned suffix and an authorization
code provided by the Tax Commissioner. If you submit reports for multiple companies you must
complete Step 2 and Step 3 for each company.

After a registration application has been submitted in Step 2, the Tax Commissioner will mail an
authorization code to the individual who completed the registration at the mailing address the Tax
Commissioner has on file for that company. This prevents an unauthorized user from registering and
gaining access to a company’s account. When the registration is completed in Step 3, only the user
who registered the company in Step 2 may use the authorization code mailed by the Tax
Commissioner’s Office. Any authorized user may obtain another authorization code on-line so that an
additional user can complete a registration (Step 3) and obtain access to that company’s account.

In addition, any authorized user may terminate another authorized user’s access to a company account
by selecting the View Authorized Users option on the main menu. This option allows for the removal
of access to the system for outside professionals or employees that no longer should have access.
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Step 1: Obtain North Dakota Login ID and Password
(Go to www.state.nd.us/taxdpt/fuels/elecfiling/ and click Access E-file)

State of North Dakota Login - Microsoft Internet Explorer

A. CIle Re ister Now . @ P"“— T N'p 7 Your Gateway to North Dakota q

Nﬂ;"_‘. State of North Dakota
Lo Login System

B. Complete Registration page.

Registratrion

C. C“ck Create Login_ Sign Up for your State of North Dakota Login 1D, *Reguired

First Name:* | | mitial: [ |
Last Name:¥ ‘ ‘ suffix (Jr, Sr, 111, etc.): I:l

Address Line 1:% ‘ ‘

D. You will receive a
confirmation e-mail within a
few seconds.

Address Line 2: ‘ ‘

Address Line 3: \ \

E. You must respond to the e-

mail by clicking on the link it 8 [ — |

provided and entering your SrareE NN =

password Zip/Postal Code:* l:l {55555)

Country:¥ [Urited States of America V!
F.  Your North Dakota Login Phonext [ ] (uizzzasnd) et [ ]

ID is now ready to use. Go Organization: | |

t St 2 If you are representing an aorganization when accessing State of Marth Dakata Online

0 ep : Services, please enter the name of the organization. If you are accessing State of
Morth Dakota Online Services for your own personal use, please leave Organization
blank.

Email Address:* | |

Confirm Address | |

Login ID ¥ | ‘ Selecting your ID and Password.
Password:* | ‘ Your ID and password are required each time
. you Login.
Gonfirm Password:* | | Details

s Your Login ID must be at least 3
characters long.

4 suggested Login ID would be the first
character of your first name followed by

your last name.

Your Login 1D must be unique, if someone
else has already signed up with your
chosen Login ID you need to select a
different Login ID.

Selecting your Password

Your Password must be at least 6

characters long.

It must contain at least 1 upper case
character,

It must contain at lzast 2 lower case
character,

It must contain at least 1 number,

Security Question 1:% | Resetting your Password.
Security questions will be used to verify your

|
} identity and allow you to change your
|

Security Ansvrer 1% |

Security Question 2:% | password

Exarnple:
Question 1: Fawarite Colar
Answer 1! Blue

Security Answer 2:% |

Cancel | | Create Login

If you need assistance with your State of North Dakota Login, please contact support.

[Tl we use Secure Sockets Layer {SSL) encryption technology to ensure your information is secure and
protected.

Privacy Paolicy %C caaé :EI(MJM? Wie w;r:é.?z

GCopyright 2002 All rights reserved.
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Step 2: Complete E-file Registration Application — Login to Main Menu

(If you have submitted an application and received an authorization code go to Step 3 and complete
your registration. If you have not submitted an application, click on the Fuels E-File Registration

Application, complete and submit the form.)

@ piiﬂ'\f&f ‘N‘P ) Your Gateway to North Dakota —ﬂ

North Dakota Office of Tax Commissioner
Motor Fuels File Transfer System

Main Menu User: Sam Smith Logout

Request Access to the Office of Tax Commissioner File Transfer On-Line
System

In arder to use this online service, you must request access on hehalf of a company, This access is controlled through
the use of an Office of Tax Commissioner authorization code.
e If you already received an authorization code for your company, please enter your Federal ID# and aAuthorization
Code to complete your registration and select "Continue".
e If you do not have an authorization code for the company and the company is not already registered for this on-
line service, please complete, sign, and submit a registration application to the Tax Commissioner, The application,

which you can fill in and print, is available at Fuels E-File Registration Application, If you have questions please
contact the Tax Commissioner's Office at (701) 328-3139,

Mote: If the company is already registered to this on-line service, you must obtain the autharization code from a
reqistered individual of that cormpany.

Federal ID# (with Suffix): '

Authorization Code:

If you do not wish to request an authorization code, you can logout now.,

[T we use Secure Sockets Layer (S5L) encryption technology to ensure your information is secure and protected,

Privacy Policy | Contact Information W WALAR ~ xHTMvL.’
Copyright 2003 Work Order System Al rights reserved, ~ WCAE 1.1 > (S

W3e cssql-

% Local intranet
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Step 2: Complete and Submit E-file Registration Application (Continued)

l:‘“‘“ Ay
fomRra 1 . " M F——
1 o Registration Application for Electronic Filing
I17EF S, ﬁ i Office of State Tax Commissioner/Motor Fuel Tax Section
wit SRl Hxl sFM 22084
r,} o
I:"\".'l-ul.1|-' o
Taxpayer Information
Taxpayer Mame FEIM Fax Murmber
Strewt o Uther Mailing Address City Stale Lip Code
Business Contact Name and Telephone Number Business Contact E-maal Addresa
[
lechnieal Contact Mame and Telephone Kuntber lechmeal Contact E-mal Address
[
Electronic Filing
Electronic Filing Fuel Tax Reports and Schedules (Check all that apply)
[ Aviation Fuel O Liquefied Petsolewm Gas O motor Vehicle Fuel [ Speeial Fuel [ Terminal Operator

Agreement to Electronically File

This agreement is entered into by the Tax Commissioner and the above named taxpaver for purposes of authorizing the taxpayer o
clectromically file the fuel tax reporis and schedules; as required under Morth Dakota Century Code cha. 57-43 .1, 37-43.2 and 37-43.3.

Taxpayer agrees as follows:

. The signature of the taxpayer affixed 1o this agreement shall be deemed o appear on such electronically filed reports and
schedules, as if actually so appearing. All reports and schedules Diled electronical v pursuant to this agreement are deemed by
the taxpaver o be truthful, accumie and complote statements made under penalty of perjury.

2 Ifany persen, whose signature appears as the authorized agent of the taxpaver, leaves the employment of the taxpaver o
becomes no longer authorized to sign schedules or returns for the taxpayer, the Tax Commissioner must be immediately notified
of this fact. Mo faxpayer liable for tax, penalty, or inderest shall be relioved of Lability with respect to any retum or schedule
required to be filed prior to the Tax Commissioner’s notification. Taxpay er must execute a new agreement o include the signature
of another authorized agent.

Lad

Taxpayer's electronically filed reports and schedules shall be ina form compatible with the Tax Commissioner s aquipiment,
software, and facilities.

4. Taxpayer's elecironically filed reporis and schedules shall be submitied in accordance with the Tax Commissioner s mules and
clectronie filing standards.

5 Taxpayer shall be responsible for the costs to file its reporis and schedules electronically to the Tax Cormmissioner.

G Ay electronic filing nod in conformity with the requirements specified herein shall be deemed a failure o file such reports and
schedules and taxpaver shall be subject to all applicable penalives prescrbed by law.

T The place of performance of this agreement shall be Bismarck, Morth Dakota, and the agreement shall be governed by Morth
Dakeota Law.

Sign

Here ‘

Authorized Signature Date

Title Telephone Number

Please return this form to! Mator Fuel Tax Section, Morth Dakata Office of State Tax Commissioner, 500 E. Boulevard Ave_, Diept. 127,
Bizmarck, NI 38305-0359, [Fyow have any questions, please call (TO1)328-3139.
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Step 3: Complete E-file Registration Process — Login to Main Menu

(Enter the FEIN with suffix and the assigned authorization code to complete the registration; this will

be a one time process. Click on Continue to access the E-file main menu.)

@ Piiﬂflfﬁl’ 'N'p ) Your Gateway to North Dakota -—ﬂ_

North Dakota Office of Tax Commissioner
Motor Fuels File Transfer System

Main Menu User: Sam Smith Logout

Request Access to the Office of Tax Commissioner File Transfer On-Line
System

In order to use this online service, you must request access on behalf of a company, This access is controlled through
the use of an Office of Tax Commissioner authorization code,

e If you already received an authorization code for your company, please enter your Federal ID# and authorization
Code to complete your registration and select "Continue™.

e If you do not have an authorization code for the company and the company is not already registered for this on-
line service, please complete, sign, and submit a registration application to the Tax Commissioner, The application,
which you can fill in and print, is available at Fuels E-File Registration Application, If you have questions please
contact the Tax Commissioner's Office at (701) 328-3139,

Mote: If the company is already registered to this on-line service, you must obtain the autharization code from a
reqgistered individual of that company.

Federal ID# {with Suffix): '

Authorization Code:

If you do not wish to request an authorization code, you can logout now.,

IT] we use Secure Sockets Laver (5SL) encryption technology to ensure your information is secure and protected,

Privacy Policy | Contact Information Wi WAI-AA ~ XHTML
Copyright 2003 Work Order System &l rights reserved, ~ WCAB 1.0 ~1.0 o

W3r css«l-

‘3 Local inkranet




North Dakota Office of State Tax Commissioner E-File Instruction Guideline

E-file Main Menu

(Direct access to this main menu will be accomplished in the future by entering your State Login ID
and password.)

From the Main Menu you will be able to perform the following options:
Upload electronic fuel tax reports
Download acknowledgments

Select other companies for which you have received a filing authorization
Maintain access for other company personnel
Conduct a review of online activity

@ pt‘icf\fél’ ‘N‘p ) Your Gateway to North Dakota —-h

North Dakota Tax Department
Motor Fuels File Transfer System

Main Menu

User: Logout

: Federal ID#:
Main Menu

Current Details Selected

Process company Access

Uplosd Tax Return to MD Tax Dept for Processing  22arch/Select Compan

Download scknowledgement (0 new files waiting) Maintain Access for this Company

Other

Search User Authorizations

Search User Logins

Please provide feedback regarding this site by completing a shart survey,

IT] wWe use Secure Sockets Layer (S5L) encryption technalogy to ensure your information is secure and protected.

Privacy Policy | Contact Information
Copyright 2003 Wwork Order System all rights reserved,

~ WALAR| e XHTML ~
W3C e 10| WaC Tlo v WEC css*
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Submit (Upload) Electronic Fuel Tax Report File

(Click on Upload Tax Return to ND Tax Dept for Processing on the Main Menu and enter the location

of the file or click Browse to locate the electronic file you are submitting.)

@ P“"ﬁ’g? ﬁp J Your Gateway to North Dakota '-n *
Morth Dakota Office of Tax Commissioner
Motor Fuels File Transfer System

Main Menu

User: Fuels User Logout

Upload Tax Return to ND Tax Dept for Processing

Flease specify the location of the file:

| |[ Browse.. |

[Main Menu][Uplnad]

IT] we use Secure Sockets Layer {S5L) encryption technology to ensure your information is secure and protected,

Privacy Policy | Contact Information

WAI-AA  XHTML) o
_ | e (WALAR| WBC Xoter WAC cesyp
Copyright 2003 Waork Order System All rights reserved. WEAG 1.0 1.0 W

&) £ Internet
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Download Acknowledgement:
(Click on Download Acknowledgement on the Main Menu to access current or previous
acknowledgements.)

@ pi!ﬁ'\f‘f ﬁp kY Your Gateway to North Dakota —n
North Dakota Office of Tax Commissioner
Motor Fuels File Transfer System
Main Menu ser: Motor Fuels User Logout

Download Acknowledgement Files

Federal ID#:
Company Mame:

There are no current acknowledgerment: files for this company.

Access Previously Downloaded Acknowledgerment Files

IT] we use Secure Sockets Layer (S5L) encryption technology to ensure your information is secure and protectad,

@l é l‘ Internet

Need Assistance

Phone: (701) 328-3139
Fax: (701) 328-1283
E-mail: fueltax@state.nd.us

Office of State Tax Commissioner
Motor Fuels Tax

600 E. Boulevard Ave.

Bismarck, ND 58505-0599
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